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“CEO” Chief Executive Officer

“DIO” Deputy Information Officer;

“10“ Information Officer;

“Minister” Minister of Justice and Correctional Services;

“PAIA” Promotion of Access to Information Act No. 2 of 2000( as
Amended;

“POPIA” Protection of Personal Information Act No.4 of 2013;

“Regulator” Information Regulator; and

“Republic” Republic of South Africa

PURPOSE OF PAIA MANUAL

This PAIA Manual is useful for the public to-

2.7

2.2

2.3

check the categories of records held by a body which are available without a

person having to submit a formal PAIA request;

have a sufficient understanding of how to make a request for access to a. record of

the body, by providing a description of the subjects on which the body holds

records and the categories of records held on each subject;

know the description of the records of the body which are available in accordance

with any other legislation;
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2.8

2.9

2.10

PAIA Manual i‘emplate: Private Body

access all the relevant contagt details of the Information Officer and Deputy

Information Officer who will agsist the public with the records they intend to

acCCess,

ji
'11

know the description of thejuide on how to use PAIA, as updated by the
Regulator and how to obtain acgess to I;

know if the body will process personal information, the purpose of processing of

personal information and the description of the categories of data subjects and of

the information or categories of knformatiun relating thereto;

know the description of the c@ﬂegories of data subjects and of the information or

categories of information relatihg thereto;

know the recipients or categories of recipients to whom the personal information

may be supplied;

know if the body has planned to transfer or process personal informatic.. outside
the Republic of South Africa and the recipients or categories of recipients to whom

the personal information may be supplied; and

know whether the body has appropriate security measures to ensure the
confidentiality, integrity and availability of the personal information which is to be

processed.

KEY CONTACT DETAILS FOR ACCESS TO INFORMATION OF TEG BRAKING CC
T/A BRAKETEX INDUSTRIES

3.1.

Chief Information Officer

Name: DIANA L PATERSON
Tel: 031 579 4500
Email: Braketex@mweb.co.za
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3.4

Email:

National or Head Office

Postal Address:

Physical Address:

Telephone:
Email. Brakqipx@mweb.co.za
Website: www. braketex.co.za

4. GUIDE ON HOW TO USE PAIA AND HOW TO OBTAIN ACCESS TO THE GUIDE

4.1

4.2.
4.3.

The Regulator has, in terms lf section 10(1) of PAIA, as amended, updated and

made available the revised| Guide on how 1o use PAIA (“Guide”), in an easlily

I
comprehensible form and ménnen as may reasonably be required by a person

" | i |
who wishes to exercise any fight contemplated in PAIA and POPIA.

The Guide is available in eath of the official languages and in braille.

The aforesaid Guide contains the description of-

4.3.1. the objects of PAIA and FOPIA;

432 the postél and street address, phone and fax number and, if available,

electronic mail address cf-
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43.2.1. thelinfo i' ation Officer of every public body, and

4322 every :ll' ty Information Officer of every public and private
body deSignated in terms of section 17(1) of PAIA" and

section 58 of POPIA*:

of a request for-

1 1
|
|

4 3.3. the manner and for

4331  access to a record of a public body contemplated in section

L
R |
|
|
11
18
| 8|
|
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11 andll

a record of a private body contemplated in section

4.3.3.2. access

434 the assistance availak :. from the 10 of a public body in terms of PAIA and

POPIA: '

4.36.1. an internal appeal;

T T T

> from the Regulator in terms of PAIA and POPIA;

435 the assistance avail:

ilable regarding an act or failure to act in respect of
ed or imposed by PAIA and POPIA, including the

436. all remedies inlaw a
a right or duty confe

manner of lodging-

4362 a comp _E; t to the Regulator; and

{ 1

,k

| |
I |

1 Section 17(1) of PAIA- For the purposes of PAIA, :--' piiblic body must, subject io legislation governing the er loyment of
personnel of the public body concerned, designate $ !numner of persons as deputy information officers as are necessary (O

render the public body as accessible as reasonably possible for rzquesters of its records.

must make provision, in the manner prescribed in section 17 of the

the designation of such a number of persons, if any, as
t in section 55(1) of POPIA.

2 Section 56(a) of POPIA- Each public and private boc
Promotion of Access to Information Act, with the necessary changes. for
deputy information officers as is necessary to perform the duties and responsibilities as set ou

1ccess to a record of a public body if that requester complies with all the

3 Section 11(1) of PAIA- A requester must be give
' for access to that record: and access to that record is not refused in terms

procedural requirements in PAIA relating to a reques
of any ground for refusal contemplated in Chapter 4 0! Inis Pait

4 Section 50(1) of PAIA- A requester must be giver access to any record of a private body if-

a) that record is required for the exercise or protection of any rights; .
b) that person complies with the procedural requirements in PAIA relating to a request for access to that record, and

c) access to that record is not refused in terms of any ground for refusal conie mplated in Chapter 4 of this Part.
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4.3.6.3. an application with a court against a decision by the
information officer of a public body, a decision on internal
appeal or a decision by the Regulator or a decision of the

head of a private body;

4.3.7. the provisions of sections 14° and 51° requiring a public body and private

body, respectively, o compile a manual, and how to obtain access to a

manual: |

4.3.8. the provisions of sn:ections 15" and 52° providing for the voluntary

disclosure of catego_"ies of records by a public body and private body,
respectively;

4.3.9. the notices issued il"i ?tfarms of sections 22° and 54'° regarding fees to be
paid in relation to reci:f,lbsts for access; and
;_i
4.3.10. the regulations made in terms of section 92",
4 4. Members of the public can ing:pect or make copies of the Guide from the offices of
the public and private bodiesﬂ including the ofﬁce- of the Regulator, during normal

working hours.

4 5 The Guide can also be obtaiﬁéd-

5 Section 14(1) of PAIA- The information officer of a pu
manual containing information iisted in paragraph 4 above

6 Section 51(1) of PAIA- The head of a private body mus
listed in paragraph 4 above.

" Section 1 5(1) of PAIA- The information officer of a pu
the categories of records of the public body that are aul

body, must make available in the prescribed manner a description of
atically available without a person having to request access

ay. on a voluntary basis, make available in the prescribed manner a
v that are automatically available without a person having to request

? Section 52(1) of PAIA- The head of a private body
description of the ca‘egories of records of the private B
access

d Section 22(1) of PAIA- The information officer of a pf.dﬂf body ‘o whom a request for access is made, must by notice require the
requester to pay the prescribed request fee (if any), before further processing the request

by Section 54(1) of PAIA- The head of a private body (0 ﬁwm & request for access is made must by notice require the requester
to pay the prescribed request fee (if any), before further processing the request

" Section 92(1) of PAIA provides that ="The Minister ey, Ly nouce in the Gaze'te, make regulations regarding-
(a) any matter which is required or permitted by ti:is Act (2 be prescribed;
(b) any matter relating to the fees contemplated ir: 58C1ic/1s 22 and 54,
(c) any notice required by this Act;
(d) uniform criteria to be applied by the information offices of a public body when deciding which categories of n ords are to
be made available in terms of section 15; and
(e) any administrative or procedural matter neccssary Ic aive effect to the provisions of this Acl.
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45.1. upon request to the Information Officer;

45.2. from the website of the Regulator (https./www.iustice.gov.za/inforeg/).

46 A copy of the Guide is also available in the following two official languages, for

public inspection during normal office hours-

46.1 English and Afrikaans

CATEGORIES OF RECORDS OF TEG BRAKING CC T/A BRAKETEX INDUSTRIES,
WHICH ARE AVAILABLE WITHOUT A PERSON HAVING TO REQUEST ACCESS

Cateﬂory of secords: | Types ofitite Ré#éfd'."'  Available on | Available
. e 350 I Website upon |
| . | request |
Web site information News. Contact Detailsetc | X X
Promotional ltems Catalogues, Pricing X | X -
List of Products Products and Services | X p L X '

DESCRIPTION OF THE RECORDS OF TEG BRAKING CC T/A BRAKETEX
INDUSTRIES WHICH ARE AVAILABLE IN ACCORDANCE WITH ANY OTHER
LEGISLATION

Category of Records | Applicable Legislation
Memorandum of incorporation | Companies Act 71 of 2008 |
PAIA Manual T Promotion of Access to Information Act 2 of |

1
2000

- i m————— i L e —— S
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DESCRIPTION OF THE SUBJECTS|ON WHICH THE BODY HOLDS RECORDS AND

CATEGORIES OF RECORDS HEL
BRAKETEX INDUSTRIES

. f- N EACH SUBJECT BY TEG BRAKING CC T/A

=

Subpch on which tho hody
| hom recnrdz

Strategic Documents,

Plans, |
Proposals

Human Resources

———————

PROCESSING OF PERSONAL |

8.1

We compile personal informatio

Statutory and Legal reportir" |

Operational Requirements

Business Activities and Debt et

Client Communication |

.I
‘i

Description of the categol

8.2

categories of information re

; B EmEr
s & "
[} ¥ '
[ : | .

. Categorin of Bata

Purpose of Processing Persc

L

FORMATION

al Infermation

for :

overy

15 of Data Subjects and of the information or

tm thereto

- e S —

N

l erséﬁfat{ﬁﬁrmation that may be processed

Customers / Clients ame. address. registration numbers or identity
numbers employment status and bank details

Service Providers | names, registration number, Vat numbers, iddress, |
trade secrets and bank details

Employees address, quahfications gender and race |
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8.3 The recipients or categori& recipients to whom the personal information

may be supplied

pie “or Categories of Recipients to |

wh&m tl'io personal information may be |

| ]
l

|

||

" BN SE —_— . e

Qualifications,  for quallflcatt , South African Qualifications Authority

information

'Identlty number and names, %outh Affiéan Police Services

criminal checks

_'i

e . e ——

verifications

Credit Bureaus

Credit and payment history, f

credit informiation

8.4 General description of Infor tion Security Measures to be implemented by

the responsible party to e re the confidentiality, integrity and availability

of tne information

Anti-Virus Software

T am g e cemm— e — = et o g i o

Malware Protection

|
|
‘
|

AVAILABILITY OF THE MANUAL

,‘I

i | 11
#
| [ |

9.1 A copy of the Manual is availébie-

9.1.1 on www.braketex@mwekl:.co.za if any;

912 head office of TEG BRAKING CC T/A BRAKETEX INDUSTRIES for

public inspection during norma! business hours;

9.1.3 to any person upon requast and upon the payment of a reasonable

prescribed fee; and to the Information Regulator upon request.
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9.2 A fee for a copy of the Manual’ as contemplated in annexure B of the Regulations,

shall be payable per each A4-8ize photocopy made.

10. UPDATING OF THE MANUAL

The head of TEG BRAKING CC T/A BRAKETEX INDUSTRIES will on a regular basis

update this manual.

Issued by

Diana’Lea Paterson

Manager
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